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 From the Project Portal/ CONNECT Center; navigate to the Deliverables 
Management Portal

 

This tab shows 
you what project 
you are on 

Click on Deliverables 
Management to access 
the Deliverables 
Management Portal 

 On the Deliverables Management Portal, to create a NEW AND OFFICIAL 
SUBMITTAL 

 

Click on New Here you can navigate 
to existing submittals 

You can filter through 
submittal types You can search and filter 

through submittals 
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 Select New Transmittal 

 

Select New Transmittal 

 Follow the next steps to create an official submittal 

 

Fill out the Subject line, 
following the naming 
convention established 
by the Project Team 

Select the purpose “For 
Review and Approval” 
or “For Information” 

Select the Distribution 
rule to pre-populate the 
recipients as agreed on 
by the Project Team 

Add comments 
as appropriate 

Select a submittal 
classification as agreed 
upon by the Project Team 

A standard Cover Letter gets 
created by the system 

Start by filling out the 
General Transmittal 
information 
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The recipients tab is automatically 
populated based on the 
distribution rule that was agreed 
upon by the Project team 

If you need to 
add additional 
recipients click 
on “Add…”  

The checked boxes indicate 
who is required to 
“Acknowledge” and “Respond  

To add recipients you can 
search and filter through 
the project team  
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Add Documents through 
the Documents tab 

Click on “Add files…” 
You can add multiple 
documents at once  

Navigate through to 
the files you want to 
upload as part of this 
Submittal. Keep in 
mind to follow a file 
naming convention 
agreed upon by the 
Project Team 

Once the files are 
selected, click “Open” 
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Add additional files, folders, 
and delete uploaded files 

Select Files 
Expand to additional 
file metadata 

Additional file metadata 
determined by the project team, 
this can be in the form of drop 
down fields or text fields 

The scheduling tab is prepopulated 
based on the calendar days 
determined by the Project Team. 
Information can be modified as 
agreed upon by the Project Team 

 Once the submittal is ready click on ISSUE
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Click on ISSUE 

A generic cover letter 
gets generated, click on 
the link to review the 
submittal information, 
documents, recipients 

Click CONFIRM  

The submittal has been created.  

The recipients that were identified will be receiving a generic email that lets them know a 
submittal came through. 

You will be able to view your submittal on the “outgoing” tab and you will receive an 
email once there is a new action in the submittal. To view the details and status of the 
submittal, follow the steps below. 
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 Click on the Outgoing Tab and navigate to the submittal you want to see details 

for 

 

View some submittal details 

Click on the Outgoing tab 

Filter and search through submittals 

Click on the submittal link 
for additional details  

Navigate through the tabs 
for submittal details 

Click on the arrow for 
additional options 
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If you want to create a 
new submittal that is 
similar, you can use 
this submittal as a 
template 

Click on View History to 
see a full history of the 
status of the submittal, 
including additional 
reviewers added 


